11 The path for any given task is a reasonable length (2-5 clicks)
12
When there are multiple steps in a task, the site displays all the steps that need to be completed and provides feedback on the user's current position in the workflow 13 Users of the tool do not need to remember information from place to place 14 The use of metaphors is easily understandable by the typical user 15 Details of the software's internal workings are not exposed to the user 16 The tool caters for users with little prior experience of the tool 17
The tool makes it easy for users to explore the tools and try out different options before committing themselves 18 A typical first-time user can do the most common tasks without assistance 19 When they use the tool again, users will remember how to carry out the key tasks 20 Action buttons (such as "Submit") are always invoked by the user, not automatically invoked by the system when the last field is completed There is a convenient and obvious way to move between related functions and sections and it is easy to return to the main window 2 The information that users are most likely to need is easy to navigate to from most windows 3 Navigation choices are ordered in the most logical or task-oriented manner 4 The navigation system is broad and shallow (many items on a menu) rather than deep (many menu levels) Pull-down menus, radio buttons and check boxes are used in preference to text entry fields on forms (i.e. text entry fields are not overused)
7 With data entry screens, the cursor is placed where the input is needed 8 Users can complete simple tasks by entering just essential information (with the system supplying the non-essential information by default)
9
Forms allow users to stay with a single interaction method for as long as possible (i.e. users do not need to make numerous shifts from keyboard to mouse to keyboard). The search box and its controls are clearly labelled (multiple search boxes can be confusing)
10
The scope of the search is made explicit on the search results window and users can restrict the scope (if relevant to the task)
11
The search results window displays useful meta-information, such as the size of the document, the date that the document was created and the file type (Word, pdf etc.)
12
The search engine provides automatic spell checking and looks for plurals and synonyms The tool makes it obvious when and where an error has occurred (e.g. when a form is incomplete, highlighting the missing fields)
Help, Feedback and Error Tolerance (24 criteria)

22
The tool uses appropriate selection methods (e.g. pull-down menus) as an alternative to typing 23 The tool does a good job of preventing the user from making errors 24 The tool ensures that work is not lost (either by the user or tool error)
25
Error messages are written in plain language with sufficient explanation of the problem 26 When relevant, the user can defer fixing errors until later in the task 27 It is easy to "undo" (or "cancel") and "redo" actions
